U. S. Department of State

INTERAGENCY OVERSEAS EMPLOYEE POSITION DESCRIPTION

& AL

This document is used for regulatory purposes relating to the appointment and payment of public funds. False or misleading statements may constitute violations of such
regulations. Prepare according to instructions from the Supervisor's Field Guide for Supervisors of Locally Employed Staff, Chapter 2 (3 FAH-2 H-440).

1. Post 2. Agency 3a. OPS Job Code

Kampala Centers for Disease Control and | H44373

Prevention
3b. Post Job Number 3c. Subject to Identical Position? If yes, provide total position number and
list all additional post job number(s) in 3d.

100406 Yes 0O No
3d. Total Number of Positions Identical Additional Post Job Numbers

2 100320

4. Post Position Title or Working Title (if different from official title)

Janitor

5. Reason for Submission

O New position

[ Implementation of SID/FID

[J Recertification of position description
X Significant changes to existing position
O

Reorganization or reprogram of existing vacant position to position with different official title or occupational series - provide OPS position
Number and OPS Job Code for existing vacant position

6. Organizational Design

6a. Office/section Centres for Disease &Prevention 6b. First Subdivision Management and Operations

6c. Second Subdivision Operations 6d. Third Subdivision Mainteance

7. Certifications/Signatures

| acknowledge receipt of this hecking this b Date
7a. Employee description of my position duties and Byg ecking this OX_’ I'_'_ » )
responsibilities. certify that | am the individual submitting this document.
| certify that this is an accurate hecking this b Date
7b. Supervisor description of the duties and By checking this box, I, .- N ‘
responsibilities of this position. certify that | am the individual submitting this document.
) . | certify that this is an accurate . . Date
7c. Section Chief/ description of this position and there is a By ghecklng this box‘, I’_'_ N )
Agency Head | i management need for this position. certify that | am the individual submitting this document.
Date
7d. HR Officer/ | certify that this is an accurate By checking this box, I, ,
Mgmt. Officer | description of this position. certify that | am the individual submitting this document.
8. Classification Action and Certification - | certify that this position has been classified within established standards.
8a. Classification Center | Official Title Job Series Grade Approver Name Date Approved
AFRCC Custodian FSN-1305 | FSN-02 11/8/2022
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8b. GTM/OE Official Title Job Series Grade GTM/OE Name Date Approved
8c. Recertification Reason RCC/Approver Name Initials/Date
9. Post PD Review Initials/Date Initials/Date Initials/Date Initials/Date Initials/Date
9a. Employee

9b. Supervisor 8/31/2022

9c. HR/Mgmt. Officer

10. Job Overview

Supervisor.

10a. Direct Supervisor of Position:

Supervised by Facilities Maintenance Supervisor.

Job holder is assigned as one of the janitors performing janitorial, custodial, and clerical duties at Centers for Disease
Control and Prevention offices in Entebbe. Job holder is responsible for floor, furniture, and office equipment cleaning, high
cleaning, wall cleaning, window cleaning, and deep cleaning of all office spaces. Receives expendable janitorial supplies
from the storeroom, ensures safe custody, and distributes them to different usage points for staff utilization and cleaning
purposes. Tracks consumption and ensures timely replenishment to avoid stockouts. Responsible for opening office
buildings in the morning and locking them in the evening after staff have left. Reports directly to the Facilities Maintenance

n/a

10b. Position Directly Supervises:

No

10c. Indicate if the position has authority to obligate funds:

N/A

10d. Provide security access determination level, if required:

02-2022
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11. Major Duties and Responsibilities (Include % of time spent for each duty, percentage totals must equal 100%):

Janitor Duties 60%

Cleaning

Sweeps and washes floors of all Entebbe buildings daily. Dusts and wipes office desks, chairs, tables, filing cabinets, and
shelves. Cleans and dusts office equipment, such as computers and accessories, copiers, digital senders, shredders, and
printers. Washes outside bench surfaces, cleans toilets, windows, kitchenettes, and their equipment/utensils such as
refrigerator, food warmers, oven, kettle, flasks, cups, cutlery, etc. and ensures these areas are maintained tidy. Sweeps and
tidies area outside offices and waters indoor and outdoor plants. Cleans generator house, chiller cage, and power annexes as
required.

Garbage collection and disposal

Collects and empties waste and recycle bins from the various offices and kitchenettes daily. Empties waste from office
equipment placed in common areas, such as shredders and heavy-duty punch. Collects general office waste, packs it
hygienically, and carries it to designated collection centers and incinerates it per guidelines.

Preparing refreshments

Prepares and serves tea, coffee, and snacks for visitors and senior staff during meetings and events. Cleans office utensils and
ensures safe custody. Monitors and ensures drinking water coolers are refilled. Arranges furniture and prepares room for
presentations and meetings.

Custodial services 20%
Picks office keys from the key watcher, opens offices in the morning, and locks them up at the end of the day, ensuring
windows and doors are securely locked. Ensures office keys are placed back in the key watcher at the end of each day.
Provides access to staff who are approved to work after hours, including working on public holidays and weekends. Provides
access to approved contractors and oversees implementation by ensuring they perform work within given timelines and that
they do not carry or mishandle property during performance of their work.

Supplies management 10%

Receives and uses janitorial expendable supplies from the store required for the daily cleaning of spaces/areas. Requests
janitorial supplies and maintains a distribution list to account for them. Stocks bathrooms and kitchenettes daily with supplies
such as paper towels, toilet tissue, hand soap, dish washing soap, air freshener, etc. Inspects buildings, offices, and common
spaces and reports deficiencies to supervisor for skilled technicians to correct or repair. Supports the laborer in collecting
stationery, furniture, and other items from the store and assists with distribution.

Clerical Duties 10%
Prepares weekly and monthly janitorial usage and distribution reports and submits to the supervisor. Documents janitorial
product usage and distribution in an MS Excel spreadsheet tracker on daily basis. Prepares photocopies for staff on request.
Prints, scans, binds, and shreds documents for staff. Delivers internal and external mail on UVRI campus.
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Note: This position description in no way states or implies that these are the only duties to be performed by
incumbent. Incumbent will be required to perform other duties as assigned by the agency.
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Minimum Qualification Requirements

12. Knowledge
12a. Pre-hire (Operational)
Good knowledge of current cleaning methods and materials is required. Knowledge of the safe handling of industry
standard cleaning chemicals is required. Good knowledge of the names and types of unsafe cleaning materials. Must use
common sense in determining good safety practices. Good knowledge of lifting/moving procedures and associated
equipment. Must be capable of performing heavy physical work.
12b. Post-hire (Organizational)
e Required to have a thorough knowledge of Centers for Disease Control and Prevention recommended cleaning
materials and pesticides used in the facilities.
e Must have a good knowledge of the different agencies and offices operating within the Mission.
¢ Knowledge of specific USG rules on safe use of chemicals and equipment is required.
¢ Required to have thorough knowledge of recommended safety and environmental standards.
13. Education
Completion of secondary school is required.
14. Licensing/Certifications/Training
Specific USG rules on safe use of chemicals and equipment is required. Deep cleaning techniques. Safety, personal
protective equipment.
15. Work Experience
15a. Nonsupervisory:
six months Of experience in commercial/office buildings cleaning is required. Some janitorial work experience is required
15b. Supervisory:
N/A
16. Language Proficiency - List English and other host country language(s) proficiency requirements by level (1-5) for speaking, reading, and writing.
English: Level 2 - Limited knowledge; written & spoken
Host-Country Language:
Host-Country Language:
Host-Country Language:
17. Pre-hire Skills and Abilities

Ability to maintain offices in a clean, neat, and safe manner; ability to work efficiently as part of a team; ability to work
on own initiative. Must be able to read, understand, and properly use janitorial cleaning supplies instructions, materials,
and equipment. Must have good customer service skills. Must follow procedures for the use of chemical cleaners and
power equipment to prevent damage to floors and fixtures. Ability to carry not more than 10kgs is required.
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18. Post-hire Skills and Abilities

¢ Required to demonstrate ability to strictly follow the written cleaning SOPs.

e Required to have a thorough knowledge of recommended cleaning materials and pesticides used in the facilities.
e Required to have thorough knowledge of recommended safety and environmental standards.

e Must have a good knowledge of the different agencies and offices operating within the Mission.

e Specific USG rules on safe use of chemicals and equipment is required.

e Good interpersonal skills.

e Must be a good team player.

e Must be able to use MS Office applications (Word, Excel)

19. Special Work Environment & Conditions

Lifting heavy waste bins to the disposal site some distance from the offices and labs; lifting heavy machinery and
furniture to the separate blocks that make up the offices in Entebbe not exceeding 10kg. Has to arrive very early in the
morning to open and clean offices before other colleagues arrive and stay late to close up. May be required to stay late
when senior officers work late and the job holder has to wait for them to finish in order to lock up.
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20. Post PD Review Notes (FOR HR USE ONLY)

JF-298 (Formerly DS-298)
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U.S. Department of State
INTERAGENCY OVERSEAS EMPLOYEE POSITION DESCRIPTION
INSTRUCTIONS FOR COMPLETION

Post — Please type the post name.

2. Agency — Please type the agency name.

3. This section deals with the numbers found in OPS, on the individual employee's document and internal
management of identical additional positions. It is an important internal control for position management.

3a. OPS Job Code: This number is generated by the OPS System and is linked with the MClass system. This block
will be completed by the Post HR Office for existing positions or by checking on MClass for new positions once
positions are classified.

3b. Post Job Number: This column should contain the OPS assigned position number or post position number
recorded in MClass.

3c. Please indicate if the classification will be assigned to multiple (identical additional "IA") positions.

3d. Total number of identical positions - Please state the total position numbers that are assigned to the position's
MClass record. Identical post job numbers should be listed in this section. If space is insufficient to list all identical
post job numbers, please provide details in the organizational chart.

4, Post Position Title - This is used when the official position title in MClass differs from the more common title found
in the host country. If there is no position working title, please leave this blank. The position working title will also
appear in OPS.

5. Reason for Submission - please select the appropriate reason for submission. Please provide additional
information when prompted.

6. Organizational Design - listing the office, section, and unit where the position is located.

7. Certifications/Signatures - Since this document is used for regulatory purposes relating to the payment of public
funds, each stakeholder is required to acknowledge or certify, and sign.

8. Classification Action and Certification - This is completed by the RCC annotating the Official Title, Job Series and
Grade of the position. The date is the date that the position was either approved or recertified in the MClass
system. When there is a formal appeal of the classification performed by the RCC, the final decision from GTM/OE
and/or USAID will be annotated here with name/initials.

8c. PD Recertification - Post to provide reason (e.g., PD is more than 5 years but still valid, or some changes reflected
in the PD are not significant for reclassification). RCC provides the recertification official and date upon
updating/uploading the revised PD in the MClass.

9. Position Description Review - This section documents the local reviews/updates performed at the Post level that
are not sent to the RCCs. Refer to the most updated policy aid or contact respective RCC for additional
clarification on minor changes at Post Any change to a PD must be reviewed by the employee, supervisor and
Management Official (see 7 for explanation for Management Official).

10. Job Overview - This is a brief statement explaining the overall purpose of the position. This statement will appear
in the vacancy announcement when the position is advertised. It should be concise, no more than 2 paragraphs,
and be in plain language that can easily be understood by internal and external applicants.

10a. Direct Supervisor of Position: This a brief statement explaining who the direct supervisor of the position is; the
level of oversight that will be used and how the work will be reviewed.
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U.S. Department of State
INTERAGENCY OVERSEAS EMPLOYEE POSITION DESCRIPTION
INSTRUCTIONS FOR COMPLETION

10b. Position directly supervises - When applicable, provide a brief statement regarding whom the position will
supervise. Please explain how that will be done. For example, will provide daily guidance, approve/disapprove
leave, take part in hiring decisions; provide recommendations to disciplinary actions, counsel employees and be
the rater for performance reviews.

10c. Authority to obligate funds. If the position will have the authority to obligate funds, please select yes. If not, select
no.

10d. No choice is needed here for LE Staff position as a local security certification is the default security access
requirement for LE Staff position. If there is a reason requiring a higher security access determination, please
consult with the Post Regional Security Officer and the Office Personnel Management's Position Designation
Automated Tool (PDT), and subsequently indicate the appropriate level required by selecting one of the drop-
down options.

11. Major Duties and Responsibilities. Do not enter the phrase "see attached" and do not attach any documents.
Similar to the PDF or Word version of this form, the space will expand. When using the My Data form, begin typing
here. When printing, check the box "print addendum" on the print screen so that all the data entered will print as
an addendum.

Describe the regular and recurring work that will be required of the incumbent. Include duties that are performed
10% or more of the total work time (i.e., 4 or more hours per week). Start with the most important requirement or
the largest percentage of time. Please group similar duties together. For each duty or group of tasks, describe the
work to be performed, including methodologies and technologies.

For all agencies except USAID: The following statement should be included on every PD, at the end of Section
11, to address the issue of" other duties as assigned". No percentage of time is allocated to this statement.

Note: "This position description in no way states or implies that these are the only duties to be performed by
incumbent. Incumbent will be required to perform other duties as assigned by the agency."

Minimum Qualification Requirements: These requirements must reflect the minimum knowledge, skills and abilities
(KSAs) required to successfully fulfill the duties at the full performance level. These will not necessarily be the KSAs of
the current or previous incumbent. All requirements must state "is required"” or "must." The words "desired" or "preferred
are not to be used.

Some of the categories are split into pre-hire and post-hire levels. Pre-hire levels are those KSAs that the applicant is
expected to already have before coming to work for the US government. Post-hire levels take into account the
knowledge, skills and abilities that can only be obtained after being hired. Both pre-hire and post-hire levels are used
during classification; however, only pre-hire levels are used during recruitment.

12. Knowledge is the theoretical or practical understanding of a subject, which includes the necessary information,
subjects, and topics that should be known to successfully fulfill the duties.

12a. Pre-hire (Operational): This covers knowledge of the external environment or standard practices in the host
country. This may be political, legal, occupational safety practices, accounting standards, building practices,
and/or the business environment.

12b. Post hire (Organizational): This covers knowledge of US government workings and structure. Consider
requirements to understand internal procedures, agency and USG regulations, policy, purpose of organization and
its staff.

13. Education: List the minimum education level required for effective performance. For post-secondary education
(I.e., university degree, master’s degree and PhD), you must list a field of study that is directly related to the duties
and responsibilities of the position. No more than five specific fields of study should be listed.
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14.

15.

15a.

15b.

16.

17.

18.

19.

20.

U.S. Department of State
INTERAGENCY OVERSEAS EMPLOYEE POSITION DESCRIPTION
INSTRUCTIONS FOR COMPLETION

Licensing/Certifications/Training: This is the mandatory licensing, certifications or training that is required to reach
effective performance within a reasonable period of time. Some licensing or certification are required at the point
of hire, such as valid driver license, technical or specialist certification (technical, medical), others would be
obtained during employment such as Overseas Personnel System training, Smith System Safe Driver training,
Contracting Officer's Representative training, Grants Officer Representative training, basic consular training. Do
not include training that is required of all employees, such as new employee orientation, cybersecurity, etc.

Work Experience: What experience does the incumbent need to successfully perform the duties and
responsibilities of the position? State the minimum amount of time in months or years required. Do not cite a range
of years (3-5 years of experience) or use progressive experience. Instead, list the minimum number of months or
years (e.g., minimum of 6 months experience, or minimum of 4 years of experience.).

Nonsupervisory: Please list the minimum experience needed to effectively perform the non-supervisory duties and
responsibilities of the position.

Supervisory: List the amount and type of previous supervisory experience required to successfully perform the
supervisory duties of the position. The supervisory experience should be part of the total years of experience such
as minimum four years of experience, of which at least one year is in supervisory role. Please note that if a
position supervises less than three employees, best practice is not to require supervisory experience in order not
to exclude first time supervisors.

Language Proficiency: Indicate the degree of proficiency in a language or languages required for performance of
the duties of the position. State the minimum level for reading, speaking, and writing. The proficiency should be
consistent with the communication requirements needed to perform the duties and responsibilities of the position."
See OE policy "Pre-Employment English Language and Other Testing".

Pre-hire Skills and Abilities: List skills & abilities that a candidate needs to have to be hired into the position, e.g.,
interview for HR Recruiter, presentation & public speaking for trainer, counseling for supervisor, drafting building
plans for architect, interpersonal for CLO, etc.

Post-hire Skills and Abilities: List any additional skills and abilities that can be built during employment, e.g., data
analysis, communication with diverse audiences, federal fund management, etc.

Special Work Environment or Conditions: Use this space if the position is subject to a special work environment or
conditions, such as if the position is required to travel significantly (25% or more), or if position is expected to be
on-call/standby. All special work environment or conditions must be consistent with local law.

Post PD Review Notes. FOR HR USE ONLY. Please use the space to annotate changes made to the PD during
Post PD Review.

Full Performance Level: Below is a guideline for the typical period of time a new employee would need to reach full
performance level. This should not be confused with a training grade or the probationary period.

Grades 1-3 — Three months
Grades 4-6 — Six months
Grades 7-9 — Nine months
Grades 10-12 — One year
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